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FOREWARD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the techniques of making a comprehensive occupational
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-
tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning
and development of the project strategies. The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work-__
shop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the
occupation? in which they had employment experience. The instructors were
assisted by both occupational consultants and subject matter specialists.

The proje t resulted in producing one hundred two trained vocational instruc-
tors caps leof-conducting and assisting in a comprehensive analysis of
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed
in each occupation. For each task the following items were identified; tools
and eauipment; procedural knowledge; safety knowledge; concepts and skills
of mathematics, science and communication needed, for successful performance
in the occupation. The analysis data provided a basis for generating instruction-
al materials, course outlines, student performance objectives, criterion measures,
as well as identifying specific supporting skills and knowledge in the academic
subject areas.
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PREFACE

Nursery School Aides must be involved with developing the child as a whole. They must have
the skills, knowledge, and understanding to guide preschoolers. Therefore, most of the tasks
which have been analyzed are the ones most frequently performed with presChooUrs. No
administrating tasks have been included.
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JOB DESCRIPTION

A Nursery Teacher Aide traintains supplies and equipment, arranges and rearranges play .trea,-;;
flans and pi pares food, ,,erves and cleans up; assists childien with routines, cl,pervises rest
time and bathroom proceoltres; prepares and stores art materials; assists with clerical duties,
greets guests, answers the telephono and takes messages; directs or assists with activities,
reads F tories, teaches music, supervise free play; assists .1 plannin,L, a( iti( wid programs,
evaluates plans and changes them when necessary; assists with inventory; woi b.s ,vith parents
and communicates with parents about children and program.
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Duty A Maintaining Supplies and Equipment
1 Arrange and rearrange play areas
2 Set up and arrange beds
3 Wash toys and equipment
4 Maintain pets
5 Dispose of wastes

I
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Duty B Preparing Food
1 Plan meals and snacks
2 Plan food for special occasions
3 Prepare snacks
4 Prepare meals
5 Prepare cake fu,: special occasion
6 Prepare fruit punch for special occasion
7 Assist children during special occasion
8 Serve foods for special occasion
9 Prepare room for special occasion

10 Clear away food
11 Wash dishes
12 Set table
13 Serve food
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Duty C Assisting Children with Routines
I Help children dress and undress
2 Supervise rest time
3 Supervise bathroom procedures
4 Introduce new child to center
5 Help children isolated because of emotional upset
6 Perform daily health inspection

4, 7
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Duty D Preparing Art Materials
1 Make art materials
2 Prepare equipment and materials for activities
3 Store equipment and materials
4 Clean work tables and equipment

6
0
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Duty E Assisting with Clerical Duties
Answer telephone and take messages

2 Grey. guests
3 Collect fees
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Duty F Directing or Assisting with Activities
1 Ile 1p to plan and evaluate activities and programs
2 Routine clean-up
3 Supervise creative activities
4 Teach and lead singing and rhythmic activity
5 Supervise dramatic play activities
6 Assist children individually
7 Assist children with group play
8 Assist with special activities
9 Read or tell stories

10 Select recorded music
11 Supervise manipulative play
12 Supervise outdoor play
13 Observe children
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Duty G Assisting in the Planning of Activities and Programs
I Help plan goals for year's program
2 Help plan activities to be offered everyday
3 Balance individual activities against group activities
4 Evaluate plans often and change them when needed

5 Help plan daily schedule
6 Help plan special activities
7 Help plan special activities for children with special problems or needs
8 Make charts and outlines of ideas for programs
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t

Duty H Assisting with Inventory
1 Make list of supplies needed
2 Help take inventory for entire day care center
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Duty I Working with Parents
1 Introduce parent to center and its program
2 Participate in parent conference
3 Contact parents in emergency or illness
4 Write communications to parents
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